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10.

What is the funcrlonm of the office In which this record series s created

The function of the office in which this record series is created i{s to process_ pdyroll]
documents to account for and make payment to employees for services rendered to the State.
More specifically, this series is created in carrying out the funeétion of payroll auditing
to establish validity of payroll source documentation. Upon finding such documentation invalid,
it is used as a reference for making corrections until the source documentation necessary for
printing checks and a check register is correet. )

N1 _DESCAIPTION OF SERIES - Iaciude Form Wo. B Form Titi~. 1f &BY g0 fi1e -r:u "

Payroll Edit File - A computerized control used in auditing certain payroll documentg
in order to establish their validity. The series will indicate errors made on certain payroll
documents; whereas,these errors may be corrected. The errors are indicated in the form of a
print out. Once all errors are corrected, the checks and check register may be printed.

This record is basically a multicolumnar chronological arranged documesnt.
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13. Is this the Record Cop'y of the series? . B {1
1. Is there a duplication of this ‘series in another office or agency? : [1 [k
15 Is the informetlion ceontainea iﬁ this series ev;r summarized or published? b )
16. Does the series pont:ig._in classified information r€QMring security handling? I] m
17. Does the series dO(':mll:II;EDt. policies and procedures of agency's operation or function? (1 ™
lé Couldthe function be performed if the files were lost or destfoyed‘? B []
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [] :_Iﬂ
20. Does the record series provide data as input to an £DP file? ' | 0] | b1
21. Does the record series contain documentation produced as EDP brintout? 3 (]_
‘22.7 Is the series affected by Federal or grant funds? . S B DS |
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&.{]JSTATE ©b.[]STATUTE OF c.[]AUDIT d.[JFEDERAL  e.{]ADMINISTRATIVE f.[]HISTORICAL

LAW LIMITATION PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)

Need for administrative checks and balancee for the above period of time. Tt is
also necessary in performing payroll audit funcliioms.

25.

AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
~of each -[]CALENDAR YEAR -L;FISCAL YEAR -[]OTHER , ,then:

A.[]Destroy immediately after cut off.

"‘B.[]Hold in current files area month(s) I ;yéa.i-(s);'then'
1 {]pestroy. g
-2 []Tra.nsfer to records center hold year(s), then
* “Destroy.

3 KdDestroy after audit (or year(s) after audit).
C.[JHold in current files area indefinitely.
D.{JHold in current files area year(s), then transfer to Archives permanently.
E.[]Other

(Indicate briefly rationale for recommendations above/or write additional remarks):
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Questionaire- Payroll Edit File- BExplanation of Yes answer for Question 14.23

A

(15) The payroll Edit File itself is a sumzary of payroll . errors.-

(18) If the files were lost or destroyed the series could be reconstructed by sorting
the information through the computer system again.

(21) The series itself is an EDP print out.




